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SO NQI VU Poc lap - T do - Hanh phiic
S6:466  /HD- SNV Nam Dinh, ngay 02 thang 5 nam 2019
HUONG DAN

Vé viéc quan ly van ban, 1ap ho so
va nop luu ho so dién tir vao Luu trir co’ quan

Thuc hién Luat Luu trir ngdy 11/11/2011; Nghi Pinh s6 01/2013/ND-CP
ngay 03/01/2013 ctia Chinh Phui quy dinh chi tiét thi hanh mot sé diéu cta Luét
luu trir; Quyét dinh 28/2018/QD-TTg ngay 12/7/2018 ctia Thu tuong Chinh phu
vé viéc giri, nhan van ban dién tir gitta cac co quan trong hé thdng hanh chinh
nha nudc; Thong tu s6 01/2019/TT-BNV cta Bo Noi vu quy dinh quy trinh trao
d6i, luu trix, xtr 1y tai liéu dién tir trong cong tac vin thu, cac chirc nang co ban
cua H¢ thong quan ly tai liéu dién tur trong qua trinh xtr 1y cong viée cua cac co
quan, to chtrc; Quyét dinh so 05/2016/Qb-UBND ngay 16/3/2016 cua UBND
tinh Nam Pinh quy dinh vé viéc trao d6i va st dung van ban dién tir trong cac
co quan nha nudc tinh Nam Dinh.

Pé cong tac quan 1y van ban, 1ap ho so va ndp luu ho so dién tir vao Luu
trlt co quan dam bédo theo ding quy dinh ctua phap luat hién hanh, S& No1 vu
tinh Nam Pinh huéng dan viéc quan 1y vin ban, 1ap hd so va nop luu ho so dién
tir vao Luu trir co quan, véi cac ndi dung cu thé nhu sau:

I. QUAN LY VAN BAN DPEN
1. Nguyén tic va yéu ciu quén 1y vin ban dén
- T4t ca vin ban dén co quan, t6 chtrc phai duoc ding ky vao Hé thong.

- S6 dén cua mdt van ban dén 1a duy nhat trong hé thong quan 1y van ban
dén cua co quan, to chirc.

- Xéc nhan van ban dén duang dia chi.

- Xac dinh ding chirc nang, nhiém vu va tham quyén giai quyét vin ban
dén cua co quan, to chirc ti€p nhan van ban.

- Giai quyét van ban dén kip thoi, dung thoi han quy dinh.

2. Tiép nhin vin ban dién tir dén

- Kiém tra chir ky sb theo quy dinh su dung chir ky sd cho vin ban dién tir
trong co quan nha nudc tai Thong tu s6 41/2017/TT-BTTTT ngay 19 thang 12
nam 2017 cua Bo truéng Bo Thong tin va Truyén thong.

- Thong bao da nhan van ban: Co quan, td chttc nhan duoc van ban co
trach nhiém thong bao ngay trong ngay bang phuong ti¢n dién tir cho co quan,
to chirc guri v€ vi¢c da nhan van ban.


https://thukyluat.vn/vb/thong-tu-41-2017-tt-btttt-chu-ky-so-cho-van-ban-dien-tu-trong-co-quan-nha-nuoc-5a8a8.html

3. Ping ky, s6 héa viin ban dén
a) Pang ky vin ban dién tor dén
- Truong hop Bén giri hodc Bén nhén chua dap tmg day du cac yéu cau
ve ket noi, lién thong trong vi€e gui, nhan van ban dién tr qua Tryc lién thdng
van ban quoc gia, van thu co quan kiém tra, cp nhat vao H¢ thong cac Truong
thong tin s6 4, 5, 6,7, 8,9, 10, 12, 13, 14,15, 16 Phu luc IV Huéng dan nay;

- Céll‘l trac va dinh dang cua cac truong thong tin theo quy chuan ky thuat
quoc gia v€ cau trac ma dinh danh va dinh dang dir liéu goi tin phuc vu két noi
cac h¢ thong qudn ly vdn ban va di€u hanh quy dinh tai Thong tu
s0 10/2016/TT-BTTTT ngay 01 thang 4 ndm 2016 cua B truong Bo Thong tin
va Truyén thong va Quyét dinh s6 28/2018/Qb-TTg ngay 12 thang 7 nam 2018
cia Thu tuéng Chinh phu vé€ viéc giri, nhan van ban dién tir gitta cac co quan
trong h¢ thong hanh chinh nha nudc;

- S6 dén, thoi gian dén dugc luu trong Hé thong.

b) S6 hoa vin ban dén tir vin ban gidy

- Tiéu chuan sb hoa tai liéu:

+ Pinh dang Portable Document Format (.pdf), phién ban 1.4 tr& 1€n;

+ Anh mau;

+ Ty 1¢ s6 hoa: 100%.

- Hinh thfrc chir ky s6: Dau cﬁa,co quan, td chirc s6 héa van ban, mau do,
Kich thudc bang kich thudc thuc té cia dau, dinh dang Portable Network
Graphics (.png);

- Vi tri: GOoc trén, bén phai, trang dau van ban;

- Thong tin: Tén co quan, to chirc, thoi gian ky (ngay, thang, nam; gio,
phut, gidy; mii gio Viét Nam theo Ti€u chuan ISO 8601).

Vi du: Chir ky s6 ciia Trung tdm Tin hoc thudc Cyc Van thu va Luu trir
nha nudc

‘.u men k\ Trung
Twu q\\ lam Tin hoc
| S TAR

TIHHOE |r i Z“L“

3
i, /-’ 127.022018°

10:15:18 +07-00)
_ BONQIVU i CONG HOA XA HQI CHU NGHIA VIET NAM
CUC VAN THU VA LUU TRU Die lip - Tir do - Hanh phiic
NHA NUOC
8é: /5//VTLTNN-NVDP Ha Ngi, ngay £ thing f2 nim 2019

Viv béo cdo tﬁng ket 15 nam
thyc hién Nghi dinh so 110/2004/ND-CP
ctia Chinh pht vé cong téc vin thu



https://thukyluat.vn/vb/thong-tu-10-2016-tt-btttt-quy-chuan-ky-thuat-quoc-gia-cau-truc-ma-dinh-danh-dinh-dang-du-lieu-goi-tin-4b5ce.html
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4. Trinh, chuyén giao viin ban dén trong Hé thong

- Van thu co quan c6 trach nhiém trinh, chuyén giao van ban dén nguoi
ding dau co quan, to6 chic hodc nguoi duge co quan, té6 chuc giao trach nhi¢m
phan phoi, chi dao gidi quyét van ban (sau day goi la ngudi c6 tham quyen).

- Ngudi co tham quyen cho ¥ kién phén phdi, chi dao giai quyét vin ban
dén; cap nhat vao Hé thdng cac Truong thong tin s6 17, 18, 19 Phuy lyc IV
Huong dan nay. Dbi v6i vin ban dén lién quan dén nhiéu don vi, ca nhan, nguoi
co :[ham quyén phai xac dinh rd don vi hodc ca nhén chu tri, don vi hodc ca nhan
phoi hop, thoi han gidi quyét van ban va y kién chi dao ndi dung giai quyét.

5. Giai quyét vin ban dén trong Hé thong

- Khi nhan duoc 7V§11’1 ban dén trong Hé théng, don vi, ca nhan dugc giao
chu tri c6 trach nhiém t6 chirc giai quyét.

’ - Ca nhan dugc giao nhiém vu giai quyét van ban ¢6 trach nhiém xac dinh
s0 va ky hiéu ho Sy cho van ban dén theo Danh muc ho so cua co quan, td chuc;
cap nhat vao H¢ thong Truong thong tin s6 2.3 Phu luc IV Hudng dan nay.

- Luu d6 quan 1y van ban dén quy dinh chi tiét tai Phy luc I Huéng dan
nay.

I1. QUAN LY VAN BAN DI

1. Nguyén tic va yéu cau quan 1y vin ban di

- T4t ca van ban di ctia co quan, t6 chirc phai duoc dang ky vao Hé thong.

- 867 cia mot van ban di 1a duy nhét trong hé thong quan 1y vin ban di ca
co quan, to chirc.

- Xac nhan van ban di dugc gui dén dung dia chi cua co quan, t6 chirc, ca
nhan c6 chirc ning va thAm quyén giai quyét.

- Bao dam vin ban duoc chuyén giao toan ven, an toan trong mdi trudng
mang.

- Thé thirc va k¥ thuat trinh bay van ban di¢n tir thuc hién theo quy dinh
tai Nghi dinh s6 34/2016/ND-CP ngay 14 thang 5 nim 2016 ctia Chinh phil quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ban hanh vin ban quy pham
phap luat va Thong tu s6 01/2011/TT-BNV ngay 19 thang 01 nam 2011 cua B
truong Bo Noi vu vé hudng dan thé thic va ky thuat trinh bay vin ban hanh
chinh, trir yéu t6 thé thuc vé ky sb cta nguoi co thim quyén va ky sb cia co
quan, t chirc.

2. Soan thio, kiém tra ndi dung, thé thirc, k§ thuit trinh bay vin ban
- C4 nhan duogc giao nhi¢ém vu soan thdo van ban:

+ Du thao van ban; dua du thao van ban vao Hé théng; du kién mue d6
“khan” (n€u c0); xin y kién dong gop; tiép thu va hoan thién du thao, trinh lanh
dao don vi xem xé&t;


https://thukyluat.vn/vb/nghi-dinh-34-2016-nd-cp-quy-dinh-chi-tiet-bien-phap-thi-hanh-luat-ban-hanh-van-ban-quy-pham-phap-luat-4c306.html
https://thukyluat.vn/vb/thong-tu-01-2011-tt-bnv-huong-dan-the-thuc-va-ky-thuat-trinh-bay-van-ban-1cece.html

+ Cép nhit vao H¢ thong cac Truong thong tin s0 4, 9, 10, 12, 15, 17 Phy
luc V Hudng dan nay.

- Lanh dao don vi chu tri soan thdo van ban xem xét, cho y kién va chiu
trach nhiém vé ndi dung du thdo, chuyén du thdo dén ngudi dugc giao trach
nhiém ki€m tra thé thirc va ky thuat trinh bay van ban.

- Nguoi duge giao trach nhiém kiém tra thé thirc va k¥ thuat trinh bay vin
ban cho y kién va chiu trach nhi€ém vé ndi dung kiém tra, chuyén du thao cho
van thu co quan dé€ trinh nguoi c¢6 tham quyén ky ban hanh van ban.

- Van thu co quan tiép nhan ban du thao, kiém tra lai thé thtrc va ki thuat
trinh bay van ban; néu phat hién sai sot thi bao cao nguoi c6 trach nhiém xem
xét, giai quyét; chuyen du thao vé dinh dang .pdf (phién ban 1.4 tr& 1én) trude
khi trinh ngudi c6 thim quyén ky ban hanh van ban. Viéc cap nhat sé cta vin
ban; ngdy, thang, nim vin ban; tén co quan, to chtrc ban hanh vin ban; so trang
van ban; ma dinh danh co quan, td chtrc nhan vin ban vao cac Truong thong tin
$65,7,8, 11, 14.1 Phu luc V Hudng nay duogc thuc hién br?lng chlrc nang cua
Hé thong.

- Luu d6 soan théo, kiém tra thé thre, k§ thudt trinh bay van ban quy dinh
chi tiét tai Phu luc II Huéng dan nay.

3. Ban hanh va phat hanh van ban
a) Ban hanh van ban dién t

- Nguoi c6 thim quyén ky ban hanh vin ban ky sb trén van ban dién tir va
chuyén van thu co quan dé lam thu tuc phat hanh.

- Van thu co quan: cap so, ngay, thang, nam vao dy thao van ban bang
chirc nang cua H¢ thong; in va doéng dau cua co quan, t6 chtrc dé luu tai van thu

01 ban va s6 luong ban glay phai phat hanh dén céc ddi twong nhan vin ban
gidy; ky s6 ctia co quan, t6 chirc va phat hanh vin ban dién tu.

- Van thu co quan ca@p nhat vao He théng cac Truong thong tin sb 6, 13,
14.2, 16 Phu luc V Huéng dan nay.

b) Phat hanh van ban sb hoa tir vin ban gidy

Truong hop co quan, t6 chirc ban hanh van ban gidy, van thu co quan
thue hién s0 hoa van ban gidy, ky so cua co quan, to chire theo quy dinh va phat
hanh vén ban s6 hoa.

¢) Béi twong nhén vin ban gidy

- Co quan, t6 chuc, c4 nhan khong dap tng diéu kién ha tang k¥ thuat
cong ngh¢ d€ nhan van ban dién tir;

- Co quan, to chirc, c4 nhan phai st dung van ban gidy dé thuc hién cac
giao dich khac theo quy dinh cua phap luét.

d) Luu vin ban dién tir trong Hé thng.

¢) Luu do ky ban hanh, ding ky va phat hanh van ban quy dinh chi tict tai
Phu luc III Huéng dan nay.
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4. Hinh thirc chir ky s6 ciia nguoi c6 thim quyén ky ban hanh vin
ban

- Vi tri: tai vi tri ky cua nguoi co tham quyén ky ban hanh vin ban trén
van ban giay.

- Hinh anh: chir ky cta ngudi co6 tham quyén trén vin ban gidy, mau
xanh, dinh dang (.png).

5. Hinh thitc chit ky s ciia co quan, t6 chirc ban hanh viin ban

- Vi trf: trum 1én khoang 1/3 chit ky ctia ngudi ¢ tham quyén vé phia bén
trai;

- ‘Hinh anh: dau cua cO quan, td chirc ban hanh vin ban, mau do, kich
thude bang kich thudc thyce té€ ciia dau, dinh dang (.png);

- Théng tin: Tén co quan, to chc, thoi gian ky (ngay, thang, nam; gio,
phut, gidy; mii gio Viét Nam theo Ti€u chuan ISO 8601).

Vi du: Chit ky sb cua Cuc trudng va co quan Cuc Van thu va Luu trit nha
nudc:

Noi nhén: CUC TRUONG

- Nhu trén; 2
- Van phong DBQH, HDND, UBND tinh Ha Giang:
- TTrg. Nguyén Duy Thang (dé b/c);

- Cuc truong:

- Cac Pho Cuc truong;:

- PNVTW: VP; PKHTC;

- Luu: VT, NVDP (05) .

D:‘jng Thanh Tung

6. Quan ly va sir dung thiét bi luu khéa bi mit va chirng thw s cia
co quan, to chirc trong cong tic vin thw

- Viéc quan ly va sir dung thiét bi luu khoa bi mat va ching thu sb cua co
quan, to chire trong cong tac van thu dugc thuc hién theo quy dinh tai Thong tu
s 41/2017/TT-BTTTT ngay 19 thang 12 nim 2017 cua Bo truong B Thong
tin va Truyén thong quy dinh st dung chit ky sé cho vin ban dién tir trong co
quan nha nudc.

- Thiét bi lwu khoa bi mat va chimg thu sb cua co quan, t6 chirc phai dugc
giao bang vin ban cho van thu co quan quan 1y va truc tiép st dung.

- Van thu co quan c¢6 trach nhiém

+ Khong giao thiét bi luu khéa bi mat va chung thu sé cua co quan, to
chtc cho nguoi khac khi chua dugc phép bang van ban cua ngudi cd tham
quyén;


https://thukyluat.vn/vb/thong-tu-41-2017-tt-btttt-chu-ky-so-cho-van-ban-dien-tu-trong-co-quan-nha-nuoc-5a8a8.html

+ Phai truc tiép ky s6 cta co quan, to chiic vao vin ban do co quan, to
chure ban hanh;
+ Chi duoc ky s6 cua co quan, t6 chirc vao vin ban do co quan, t6 chuc

ban hanh sau khi da c6 chir ky s ctia ngudi c6 tham quyén va van ban do co
quan, to chirc truc tiép sd hoa.

I11. LAP HO SO VA NOP LUU HO SO PIEN TU VAO LUU TRU
CO QUAN

1. Yéu cau tao lap hd so dién tir

- Bao dam yéu cu chung cta viéc 1ap va quan 1y ho so.

- Bdo dam tinh xac thyuc cua van ban, tai liéu trong ho so.

- Puoc bao dam an toan trong Hé thong.

2. Tao lap ho so dién tir

a) Can ctr vao Danh muyc hd so, ca nhan dugc giao nhiém vu giai quyet
cong viée xac dinh s6 va ky hiéu hd so cho vin ban di, vin ban dén va cac tai
liéu lién quan khac nhu: ¥ kién chi dao, ¥ kién dong £0p, bao cao giai trinh va
cac noi dung khac lién quan trong qua trinh giai quyet cong viéc; cap nhat vao
H¢ thong Truong thong tin s6 2.3 Phy lyc IV va Truong thong tin s6 2.3 Phuy luc
V Hudng dan nay. Truong hop phat sinh ho so khong c6 trong Danh muyc ho so
da ban hanh, ca nhan dugc giao nhiém vu giai quyet cong viéc cdp nhat bo sung
ho so vao Danh muc ho so trong H¢ thong sau khi dugc phé duyét.

, b) Ca nhan dugc giao r}hiém vu lap hd so ¢6 trach nhiém cap nlgét vao Hé

thong cac Truong thong tin s6 1.3, 2, 3, 4, 5, 6, 7 Phu luc VI Hudng dan nay.

¢) M4 hd so gém:

- Ma dinh danh cua co quan, td chirc 12p danh muc ho so

M3 dinh danh clia co quan, t6 chirc quy dinh tai Thong tu s6 10/2016/TT-
BTTTT ngay 01 thang 4 nam 2016 cua Bo truong Bo Thong tin va Truyén
thong ban hanh quy chuan ky thuat quoc gia v€ cau trac ma dinh danh va dinh
dang dir liéu gobi tin phuc vu qkét nodi cac hé thong quan 1y van ‘t)én va diéu hanh.
Ma dinh danh ctia co quan, t6 chirc dugc mac dinh trong Hé thong.

- Nim hinh thanh hé so

- S6 va ky hiéu ho so

Nam hinh théph ho so, sé‘ va ky hi¢u hd so du’c_rg Xac ,dinh ‘gheo Danh muc
ho so. Cac thanh phan cua ma ho so dugc phan dinh bang dau cham.

Vi du:

Hb so sb: 000.00.08.H40.2019.01.CCVC, 1a Hb so sb 01 Linh vuc cong
chtre, vién chirc, nam 2019 cua So NoO1 vu.

Trong do: 000.00.08.H40 la mé dinh danh cua S& Noi vy; 2019 la nam
hinh thanh ho so; 01.CCVC la s6 ky hiu ho so.


https://thukyluat.vn/vb/thong-tu-10-2016-tt-btttt-quy-chuan-ky-thuat-quoc-gia-cau-truc-ma-dinh-danh-dinh-dang-du-lieu-goi-tin-4b5ce.html
https://thukyluat.vn/vb/thong-tu-10-2016-tt-btttt-quy-chuan-ky-thuat-quoc-gia-cau-truc-ma-dinh-danh-dinh-dang-du-lieu-goi-tin-4b5ce.html

d) Khi cong viéc hoan thanh, c4 nhan dugc giao nhiém vu giai quyét cong
viéc ¢6 trach nhiém ra soat lai toan bd vin ban, tai liéu co trong hd so, hoan
thién, két thuc ho so va cap nhat vao Hé théng cac Truong thong tin s6 8, 11
Phu luc VI Huéng dan nay.

e) Vi¢c cap nhat ma dinh danh cua co quan, td chire lap hd so, ndm hinh
thanh hd so, tong sd van ban trong hd so, tong sb trang cua hd so vao cic
Truong thong tin s6 1.1, 1.2, 9, 10 Phu luc VI Huéng dan nay duoc thuc hién
bang chirc ning ctia Hé thong.

3. Nop luu va quan Iy ho so dién tir tai Luu trir co quan

- Viéc nop luu, quan ly ho so dién tir tai Luu trit co quan va huy tai li¢u
dién tir hét gia tri dugc thuc hién theo quy dinh tai Chuong II Nghi dinh s
01/2013/ND-CP ngay 03 thang 01 ndm 2013 cia Chinh phu quy dinh chi tiét thi
hanh mot s6 diéu ctia Luat Luu tri.

- C4 nhan duoc giao nhi¢m vy gidi quyét cong viéc can ctr vao Danh muc
ho so cua co quan, co trach nhiém ndp luu tai li¢u dién tir va céc tai licu dinh
dang khac néu c6 vao Luu trlt co quan.

- Luu trr co quan c6 trach nhiém kiém tra, ti€ép nhan ho so, dua ho so vé
ché d6 quan ly “Ho so luu trit dién ti” trong HE thong.

IV. TO CHUC THUC HIEN

1. Cac co quan, t6 chirc trién khai thuc hién viéc quan ly van ban, 1ap hd
so va nop luu ho so, tai liéu dién tr vao Luu trit co quan; déng thoi trién khai
hudng dan dén cac co quan, don vi tryc thudc.

2. Trong qua trinh thyc hién, néu c6 kho khan, vuéng méc, dé nghi cac co
quan phan anh vé S6 No1 vu (Chi cyc Van thu- Luu trtr, 168 Han Thuyén,
Thanh phd Nam DPinh, dién thoai 02283946868) dé cung phdi hop giai quyét./.

Noi nhdn:

- UBND tinh; KT. GIAM POC
- Lanh dao S& Noi vy; PHO GIAM DOC
- Cac 56, Ban, Nganh; , Ky boi: Tran Thi Thay Hién
- UBND, Phong N&i vu cac huyén, thanh pho; t Email:
- Cac co quan, don vi thudc ngudn ndp luu vao luu = trla;tnthlthuyhlen.snv@namd1

et a1 nh.gov.vn
trit lich st tinh; Co quan: S¢ Noi vu, Tinh
-Luu: VT, CCVTLT. Nam Dinh

Ngay ky: 02.05.2019
b 09:43:22 +07:00

Tran Thi Thiiy Hién
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PHU LUC IV
THONG TIN PAU VAO CUA DU LIEU QUAN LY VAN BAN DEN

(Kém theo Hwéng dan sé /HD-SNV ngay  thang nam 2019 cta S& Néi vu)

STT Truong thong tin Tén (viét tit tiéng Anh) Kiéu dir liu [P dai
1 [Ma dinh danh van ban DocCode String 25
2 [Miho so FileCode String 40

Ma dinh danh cta co quan, td chire
2.1 . Organld String 13
lap danh muc ho so
2.2 [Nam hinh thanh hd so FileCatalog Number 4
2.3 [S6 va ky hiéu ho so FileNotation String 20
3 [S6 thir tyr van ban trong hd so DocOrdinal Number 3
4 [Tén loai van ban TypeName String 100
5 [S6 cua vin ban CodeNumber String 11
6 [Ky hi¢u ciia van ban CodeNotation String 30
7 [Ngay, thang, nam van ban IssuedDate Date 10
Tén co quan, to chirc ban hanh vin
8 OrganName String 200
ban
9 [Trich yéu noi dung Subject String 500
10 [Ngon ngir Language String 30
11 [S6 trang cua vin ban PageAmount Number 3
12 |Ghi cha Description String 500
13 [Ngay, thang, nim dén ArrivalDate Date 10
14 [S6 dén ArrivalNumber Number 10
15 [Churc vy, ho tén nguoi ky Signerinfo

15.1 [Chtrc vu ctia nguoi ky van ban Position String 100

15.2 [Ho va tén nguoi ky van ban FullName String 50
16 |Mirc d6 khan Priority Number 1
17 {Pon vi hodc ngudi nhan ToPlaces String 1000

Y kién phan phéi, chi dao, trang
18 TraceHeaderL.ist LongText
thai xir 1y van ban
19 [Thoi han giai quyét DueDate Date 10
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PHU LUC V
THONG TIN PAU VAO CUA DU LIEU QUAN LY VAN BAN DI

(Kém theo Hwéng dan sé /HD-SNV ngay  thang nam 2019 cta S& Néi vu)
Tén )
STT Trwong thong tin o Kiéu dir liéu | D9 dai
(viét tit tiéng Anh)
1 |Ma dinh danh van ban DocCode String 25
2 [Mihdso FileCode
Ma dinh danh cua co quan, td chirc lap
2.1 . Organld String 13
danh muc ho so
2.2 [Nam hinh thanh hd so FileCatalog Number 4
2.3 [S6 va ky hiéu ho so FileNotation String 20
3 [S thir tw vin ban trong ho so DocOrdinal Number 3
4 [Tén loai van ban TypeName String 100
5 [S6 cua van ban CodeNumber String 11
6 [Ky hiéu ctia van ban CodeNotation String 30
7 [Ngay, thang, nam van ban IssuedDate Date 10
8 [Tén co quan, to chirc ban hanh vin ban [OrganName String 200
9 [Trich yéu ndi dung Subject String 500
10  |Ngon ngir Language String 30
11 [S6 trang ctia van ban PageAmount Number 3
12 (Ghicha Description String 500
13 [Chirc vy, ho tén nguoi ky Signerinfo
13.1 [Chtrc vu ctia nguoi ky van ban Position String 100
13.2 [Ho va tén nguoi ky van ban FullName String 50
14 [Noi nhan To
M3 dinh danh cta co quan, t6 chirc
14.1 Organid String 13
nhan van ban
14.2 [Tén co quan, t6 chtrc nhan van ban  [OrganName String 200
15  [Mirc d6 khan Priority Number 1
16 [S6 lwong ban phat hanh IssuedAmount Number 3
17 [Han tra 161 van ban DueDate Date 10
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PHU LUC VI

THONG TIN PAU VAO CUA DU LIEU QUAN LY HO SO
(Kém theo Hwéng ddn s6  /HD-SNV ngay  thang

nam 2019 cta S& Néi vu)

STT Trudng thong tin ikt th tthgng Anh) Kibu dit liu Pj dai
1 |Mahdso FileCode

1.1 ?gigiﬁf;gl;gﬁ 1101'1(2 %%alslc’y Organid String 13
1.2 |Nam hinh thanh ho so FileCatalog Number 4
13 86 vaky hiéu hd so FileNotation String 20
2 [Tiéu déhé so Title String 500
3 [Thoi han bao quan Maintenance String 30
4 |Ché d¢ st dung Rights String 30
5  [Nguoi 1ap ho so Creator String 30
6 [Ngon ngir Language String 50
7 [Thoi gian bat dau StartDate Date 10
8  [Thoi gian két thuc EndDate Date 10
9  [Tong sb van ban trong hd so [DocTotal Number 4
10 [Tong s trang ctia ho so PageTotal Number 4
11 |Ghicha Description String 500
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